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JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

         
Supervisory Related BU: 

         
Confidential Related BU: 

         
Rank and File BU: 

        
RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 

      

Percent of 
Time Activity 

            

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 
SUPERVISOR’S NAME (Print) 

      

SUPERVISOR’S SIGNATURE 

 
DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
 RECEIVED A COPY OF THE DUTY STATEMENT. 
EMPLOYEE’S NAME (Print) 

      

EMPLOYEE’S SIGNATURE 

 

DATE 
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	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: 1
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Elizabeth Parino
	SUPERVISOR'S CLASS: Administrative Officer II, RA
	personnel analyst: Jennifer Dong
	personnel date: 9/11/06
	PERCENT OF TIME: 












55%







15%





	activity: POSITION SUMMARY
The Staff Services Analyst, under supervision of the Administrative Officer II, RA, is responsible for performing work in a wide variety of consultative and analytical staff services assignments in the areas of personnel, supported staff services, and other related work.

ESSENTIAL FUNCTIONS
This position requires the incumbent to: 1) reason logically and creatively and utilize a variety of analytical techniques to resolve complex government and managerial problems; 2) develop and evaluate alternatives; 3) analyze data and present ideas and information; 4) consult with and advise administrators; 5) gain and maintain the confidence and cooperation of those contacted during the course of work, 6) work cooperatively with others; 7) maintain consistent and regular attendance; and 8) exercise good judgment.  The specific essential duties are:

Responsible for: 1) providing advice and assistance on varied personnel management problems requiring a knowledge of principles and current methods of personnel practices; 2) analyzing and making recommendations for reclassifying positions; 3) coordinating personnel activities between line management and the Department’s Personnel Office; 4) participating in recruitment activities; 5) assisting in preparation of job descriptions; 6) preparing organization charts; 7) tracking and reconciling positions with the Personnel Office and Budget Office; and 8) interfacing with the SAP system to input personnel transactions and generate reports.

Assist the Administrative Officer by performing various administrative duties, such as preparing reports, gathering data, and acting as liaison between legal office and other divisions in the Department; attend Administrative Officer meetings, apprising staff of changes in policy and procedures; act as backup to the Administrative Officer.



























	classification: Staff Services Analyst
	appointee: 
	dwr position number: 0130-5157-001
	sap personnel no: 
	sap position number: 50000104
	division: Executive/Office of the Chief Counsel
	mcr: 1
	percent 2: 15%



10%





5%
	activity2: Provide the Accounting Office with current cost center numbers for legal services provided by the Attorney General’s office and billed to the Department monthly; obtain approval from a program manager or an attorney assigned to each case.

Assist the Administrative Officer in preparing requisitions for procurement of office equipment. Oversee installation, training, operation and maintenance of office copier, telefax machine, telephone system, furniture, computers, and all supplies and materials relating to that equipment. Assist in arranging for changes, repairs, refurbishing and moving of all office equipment and furniture.

Assist Administrative Officer, and other legal staff on special projects, including, but not limited to, gathering data, creating spreadsheets in Excel, and independently preparing memos and letters regarding legal issues, general legal staff concerns and pertinent information; backup timekeeper.

	supervisor name: Elizabeth Parino
	employee name: 


